South Carolina Enterprise Information System

SRM 7.2 Bidding Processes

Exercise 6

Evaluate Bid and Create Contract
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Exercise 6: Evaluate Bid and Create Contract

1. Click ‘Strategic Purchasing’ tab

2. Click ‘Strategic Sourcing’ from the blue menu bar on the left-hand side of the
screen.

Work Owvernview

Strategic Sourcing

Contract Management
Business Partner

Workload Redistribution

3. Under “Active Queries RFxs’, find the RFx you created.

4. Click the blue the RFx Solicitation number “‘54xxxxxxxx’ in the RFx Number
Column to display the RFx

5. Click “‘Responses and Awards’.

Display RFx : \

| | | Close || Copy || Check || Close Rfx || Responses and Awards

6. Click ‘Expand Rows’ on the upper right portion of the screen

7. Under the ‘Response Activity Tab’ in the ‘Response Number* column you
will see the various bidders responses listed as *55XXXXXXXX” .

8. Click the “55xxxxxxxx’ number to view the vendor’s bid and review any
attachments, notes or questions the bidder provided. This will open the ‘Edit
RFx Response: 55xxxxxxxx’ screen. The ‘RFx Information Tab’ you will
default to the ‘General Data’ screen.
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9. Click “Questions’ to see the answer to any questions you required at the header
level.

10.Click the Notes and Attachments tab to see any comments/attachments from
the bidder. Any attachments can be viewed or downloaded at this point. NOTE:
The Notes and Attachments tab will allow you to see notes and attachments
from the bidder that were added at both the header level and the line item level.

11.Click the “Items’ tab, highlight line item and click ‘Details’.

12.Click ‘Questions’, to view the line-item level questions. To move to the next
line item, click the yellow arrow tab on the left hand side of the screen.

13.0nce completed, you can close the bidder’s response and return back to the
‘Responses and Awards’_screen.

14.Click on ‘Response Comparison’ tab. NOTE: This tab will not appear prior to
the opening date and time.

Response Activity Response Comparison | Surrogate Bidding

| Compare All Responses ||

15.Click ‘Compare All Responses’ box

16.To generate a bid tab, click on ‘Download Response Comparison’. This
creates a spreadsheet with the bidder’s responses

Response Activity Response Comparison | Surrogate Bidding
Details || Display Bidders | Exclude Options: [ | Comparison Date:  09/3042013 | Back to Response Comparison Main WView Download Response Comparison
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17.This will allow you to open or save an Excel Spreadsheet of the responses.

L

File Download @

Do you want to open or save this file?

@ MName: SAPSEM.xls
Hl

Type: Microsoft Excel 97-2003 Worksheet
From: srgwebgui.sc.gov

Open II Save I[ Cancel ]

Always ask before opening this type of file

I iy | While files from the Intemet can be useful, some files can potentialhy
g harm your computer. f you do not trust the source, do not open or
=¥ gave this file. What's the rsk?

-

18. Select the ‘Save’ option and save the spreadsheet to your desktop.

19.Click ‘Response Activity Tab. Under the ‘Response Activity Tab’ in the
‘Response Number* column, click on the Response Number
link *55xxxxxxxx” for the bidder’s response that you want to accept and award.

Responses and Awards

[[Print Previe: we | | | [close |[ Create Follow-on RFx || Export |[ Questions and Answers ( 0} |[ Synopsis || System Information |[ Create Memory Snapshot |

Remaining Time 0 Days 00:00:00 Smart Number VWeb Site Design Project Type Reguest for Proposal Status Published Humber of Suppliers 7 RFx Humber 5400008622
Response Activity Response Comparison Surrogate Bidding
Response Numb: Response Status Company Name Bidder Name Intent
00029388 Accepted COMPUCOM SYSTEMS INC <
WEB OFFICE SUPPORT <
Submitted VVEB ENK <>
Submitted VVEBB DESIGNS INC <>
Submitted WEBSOLUTIONS TECHNOLOGY INC <>
<

Submitted WEBER GROUP THE

20. Click *Accept’ at top of the page to accept the vendor’s bid in its entirety.
NOTE: If you are awarding by item and only want to make a partial to award
to this bidder, click on Items and mark the “Accept” checkbox next to the items
to be awarded. For items that are not being awarded, the “Accept” checkbox
should be blank. Then click the ‘Accept’ button at the top of the page.

Exercise 6

Page 4 of 6

Version 1.0



SEEIS

SRM 7.2 Bidding Processes South Carolina Enterprise Information System

21.Click the Refresh Icon @

22.Click on “‘Create Contract’ box at the top of the screen.

Display RFx Response:

| Print Preview | | | | Close || Export || Create Contract || Publish To Catalog || Undo Accept || System Information || Create Memory Snapshut|

RFx Response Number 5500025388 RFx Name Web Site Design Project Status Accepted Supplier Name COMPUCOM SYSTEMS INC

folrrfonrmﬁonl’ tems ©  Motes and Attachments | Approval © Tracking

| General Data | Notes and Attachments | CQuestions

23.A window will appear titled ‘Create Contract’ that will allow you to select the
type of contract you wish to create. Select ‘ZAGY’ as the type of contract.
Then click on ‘Create Contract’ box.

Create Contract 0O =

Zelect from the following transaction types:
Tranzaction Type | Description -
PCTR Purchasze Contract
Y BGY Agency Oty Contract
*IThd IThACH Gty Cortract
WA hARACH Gty Coritract
ZAGY Agency Value Cont. -

Create Contract | | Cancel

24. You will see the following message:

Display RFx Response:

| | | Close || Export || Create Contract || Publish To Catalog || Undo Accept || System Information || Create Memory Snapshot

Contract 4400007210 completely created (not yet releazed) - Dizplay Help

25. The Contract has now been created but must be modified and released before
It can become an active contract.
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26. Close the window.
Display RFx Rzgqnse:

[t prevew: ] | [ | [Close | Export]

Contract Number Created:
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